Write a letter requesting the Hotel to make reservation 

at concessonal rates.

Your name and address

Date…

The Manager

Hotel Name

Address

Dear Sirs,

With the reference to your letter dated_______________, we have the pleasure of enclosing our Cheque No.___________drawn on_____________ dated___________, for RS:………………as advance and request you to arrange reservation as per the terms mentioned in your letter under reference.

Kindly acknowledge receipt for the cheque.

Thanking you

For 
Your company Name

Director 
